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(Alignment)fo^d(Format Cells)^* ^j5Jb 
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(Page Layout)^J»J ^djSLb 
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(Tab)c<«J igjdjT 


81 LJ 78 


(Print^dj^ 


83 LJ 82 
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87 LJ 86 
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91 LJ 90 


j*) OjtdjT 4)($) ^4)IJ 






94 LJ 92 


45* 4(1) j4J jl) 4*yy^J 4S 


95 


(SUM) igiif* 


96 


(AVERAGE) uiAy« 


97 


(MAX) 


98 


(MIN) 
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(OR)&(AND) 
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(AND)&(IF) 
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111 


(TODAY)&(NOW) tf iif4» 
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A Cut 
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Font 
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Alignment 
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Name box 




jf Wrap Text 


General 
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Number Hi 



CD 
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ffl 



Formatting T as Table T Styles * 

Styles 



Formula bar 
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Cells 
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I V Editing 
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Group 





R 
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— • 6jt^> ^4it*i4^ p4) 4 *wyJ ^ 
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• aS 4aU j4d £ cjdj 1*44 : close/5 
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.^bitS’Ub ^©j4iV j4m 4^m»> £4 : print/8 
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Homee^yJ 



ki^tJ j Smk) ^4dt*i4| p 4} 4 **yyJ ^ 



wJ4% 4dld3*dld p4l 4*4d f4d 



^034^ jfj 4d4l 3? : copy/1 



^ Copy 



• 3d 4) ^^jJKt4& 3d CJ£jlT4d • Cllt/2 



& Cut 



: paste/3 
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y Format Painter 
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.45*4^39 y5j3> vSjM* <* cJ*9jtf4i : Font/1 



. 4X4^39 ^ojb49 ^dj&jbd 3) c4dj(5’4j : Font size/2 




.cJji ,^-^joj : Font color/3 




.^lS , 4db' ^5034^ ig&Oj 3} : Fill color /4 
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.^39 ^0 jb49 ^ f y # ctta jtf4i : Decrease Font size/6 Q 
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Font 
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CJJ &J Mpjtj ?4 4*4j f4d 
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• 4^4)1> ^mi4) 3) {jMnoj) ^634^1^ 3) wJdjU’4j sMiddle Align/3 

.45 , 4db ^4> 3^ 15034^3^ 3d coals' 4d : Align Text to left /4 

.4?4db 3d ^3d 034^^ 3d cjdjlS^ jAlign Text to Right/5 

• 4T4db ^uMfj63U 3d (j^3d ©34i**1jf 3d u«ddjir4d • Center/6 







= =|= Ml ▼ 


5^ Wrap Text 


nil.. 
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M. 

I+M 

If 


Merge & Center ▼ 


Alignment 


• M 



JkA^l ^15 



Page 1 1 








2010 JL «h3mJ 

. : Orintation /7 



jV ,jtl ©3© j 4 *l 3J O3© 4 yjb Ml ©3© $i ©3©j4*l4i ASAmM^ 

• AAjAmsS JU 4 > 4| jS 



vsid jT 3? c^d jtf4i : Left to Right Text /8 



. 03 ^ 3^44 4 jb 



(jb Wfarttffj ^V 4 ) j SJ*fm*)Q& 



.IjSa) 4il> 4 ju4> ^ 3? tZdJSAi : Wrap Text /9 



4il> ju4> 44I3 j*a> 3^ : Merge& Center / 10 



] Merge & Center * 



. 4dt> sjAA Ai SJAS ©d sJAi 

H ♦ W ♦♦ +* 
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wOJ&J 4&3&I4 P 4 l 4 « 4 J P 4 j 

n ny ^ ♦♦ V ♦ V 

<i°3^ O* 4 *’ 6 * 4S’4jl> b4^4j ^4 : Number format /1 

J>b Lj wdj4)Uj 4 $ sS m j 4& (jtl (jb OlT (jtl Ojtej 4)41 4 S 

-eiA 

( 4 }p£)ojU ^iUb 3? : Accounting Number format /2 

. (Q<£<€<$) ^ 4 )t*«j 03 jjj 

(%) 1jJiS’4jl>4i ^*4* tfojj j y # L+i*j\S 4 j : Percent style /3 

j4A ^4*41 4 S jlSo jto j 34 o jjjls ^tib 34 cj* jti’ 44 : Comma style /4 

(1 <000<000<000) v> wJo^b sSAioji jts ^3^ b ojUj £g*j 

. ojjjts ^3* 4 (ja^) afcj 34 ^djtf4j : Increase Dicemal /5 
.ojjjls ^3*5 41 (jam) go^jS 1 f4 S’ 34 : Decease Dicemal/6 



Number 


▼ 


$ - % * 


v.O .00 
.00 ->.0 


Number 


1 j4 
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p4l 4*44 j»4l 



^104^4^ £ j£>jf j£> v 5 jf^ jJf>>o© ta4*4> j»4): Format as table/1 

• (J34S 0© 4 »*> ^git© jJ* uw ^g**ll 4$" 

. jlS’ 4 il >4 jjiojuj^L^ ts 5jj1^ju4> 1*4*44 f4l :Cell styles /2 

45 , 4doUj4d 4) 4*46 ^4*^ jf 4*4 4 f44 2 Counditional formating/3 

^jl^** 0£4 m«* v^idj ig&Oj 034*44 j®44 44 ^JI^IO* 4S^3> I(d4^ 

^3? c)^°3^ ^ 4 > j 4 o 344 ^gdJ 44 ^33X4 ^ ***333 3^ 4 il> 

.*>*40*1* 




Conditional Format Cell 
Formatting * as Table * Styles * 

Styles 
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Conditional 
Formatting * 



— : 0£0jf£> 

-: Hilghtghtin cells Rules/1 



ijb jJ© jO 4444 1> 45* jMJOdld 45" 44 1> ^ Jj4o 4 cyJ Ii)4mi 4) |®4i 

ig44 4iiU 4^4 >j4a j 4S*44 fg44 faX440jboj 4} wmJ ^Lm5*4JI jiS 
* w«4 jgX4 ^45* © ^ ■ fr jfgfi^ ^£40 j (jll 4^4il^ ^gO g4**w4 (jb 45’4*4g9 




b Ij4^ (50) 4^ j*TjM tXUOjlojj4A 4iUjMji 4(^ ItSo .jJ 

* ^ (jjjM )4$’ 4il> 

^UWWMtff j Og ^J 4 jjjXl 45 " Ojloj j 40 £ Ojla>£ ftd 4 ^ 4jjg 4) Oj 

^jl4 4^4)l> ^X40j (jb w«4g9 ^£40 j 44 ^j4jgX4 4Tojf^Mi 

• ^j44& fjubT 43*40 j 4l ^jlSblj^T 
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- : Icon sets/4 

£>£4«*fj Ojl jTodloll ^ g Smfj^m lU J04> b4wl4i p4l 

• ^ito 





O^O j4«W ^ 0£ 4^ 1tdj**SO jt^yi JU ^ > J 4$" 4 

• 0^4JJ4Xj 
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- j New Rule/5 

^ 4J0^wii jjJ4So jd j^S <U yJ 1©4 mi43 



New Formatting Rule 
Select a Rule T ype : 

► Format all cells based on their values 

► Format only cells that contain 

► Format only top or bottom ranked values 

► Format only values that are above or below average 

► Format only unique or duplicate values 

► Use a formula to determine which cells to format 



Edit the Rule Description: 

Format all cells based on their values: 




- : Clear Rule/6 

liilj »SjJ jjLu*fb 4 $ IjO j4m) j4l 4 m) 4) f> 4J 

• 4 S 4 ) l > ^$©$41 
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-:cjj &J 4jljj&U ? 4 ) 4m»4J 



: o^i & *S dbj 4it$ 4 ^jU -: lnsert/1 



£ wJdjtt’** -: Insert cell - A 



(Colom)^jS'dtj v $ cjtjiS** -: Insert sheet colums - B 



(Row)^^ dlj $i - s Insert sheet Rows - C 

(Sheet) ^ jS’db j £ wools'*) - : Insert sheet - D 



: o^4 4(9 ill f4i -: Delete/2 

* ~v 




y $ cZ*j\S 4 * -: Delete cell -A 
.(collom) ji cJidjtf* -: Delete sheet colums - B 

.(Row)t50j4^tf £ cj*j& 4 j -: Delete sheet Rows - C 



.(sheet)^oj4^^Mi £ -: Delete sheet -D 
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cjj&j 4iU»4i f4l aj^SoI p43 -: Format/3 
. (Row) i5jj4i s&itf $*. -s Row height -A 
. (colum) $*. £4f)tf4j -s Colum width -B 

. ^lAiUg $i &j*j[S44 -: Hide &Unhide -C 

(Unhide Row, Unhide coulm)(Hide Row, Hide colum, Hide sheet) 
. (sheet) \s*S& i* w4*j \Sv -: Rename sheet -D 
.(sheet) ^ioj -:Tab color -G 



Sheetl Sheets 2010 j 



+-LLJ 

m 


□3 




Insert 

▼ 


Delete 

▼ 


Format 

▼ 




Cells 
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j»4j 4*41 

jjl jmU 4jL£i , 4d f 4 4iU 4d 5 bo ^45’ -: Auto sum/ 1 
• o& 4) 4 S (Auto sum) ( ^}(s , 4^5’4d 4 * 

4 $ ^1T4)1> 4if^ (®4 — • Clear/2 

V * 

• fcUdtASwJ 4jli*)4J p4) ^jtmkbAA 

. jl 5 ' 4 jb- 5 * w4A>tf * -: Clear format -A 

~v 

. (jufe tuijd v 5 J 3 ^^i^ v 5 °J^ < ^®j) 4$^ oloj^S 

. -:Clear contents -B 

H v 

. jlS , 4 ib- £%s*j\S4i -:Clear coments -C 

v 

• b 343 ^© 34 ^* 3 ? -:Clear Hyperlinks -D 

v 

. ^lS*4dl> j4m) 4) OjD yjLo 

4 $ 034 MWJ ^ 4 dt*) 4 d 34 ^ ^ 034 *jjm^ 3 ^ widtSjtf 4 d — • Clear All — E 

V 

• 0^4 S 4i4^ & fi ^Lu*fU 



£ AutoSum T 



Q. Clear 
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Sort & filter/3 

4*1*4? f4 4*3&tf p4l 

vs^ J 4 ^ vs^i 4 j ^ f : Sort A to Z -A 

•<Z) i» (A) 4 iSi4SU4S 



^dj4> ,^1* 4 - ^* 5 3 ? Ct*d jtf 4 j : Sort Z to A -B 

• (A) i»(Z) 4 ^44*4 



sort (A) to (Z) 



rekan 



zryan 



shady 



kany 



hardy 



kamaran 



fry ad 



azad 



Ahmad 



4 > 



azad 



Ahmad 



kamaran 



kany 



fry ad 



shady 



rekan 



zryan 



sort (Z) to (A) 



rekan 



zryan 



shady 



kany 



hardy 



kamaran 



fryad 



azad 



Ahmad 






zryan 



hardy 



shady 



kany 



fryad 



kamaran 



azad 



akam 



Ahmad 
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Filter -C 

4l y5*4J jCjf J L> Oj4)dj>fL> 4jf^ p4i 

• l^jLilj JyJ4o^ 




% S m H# S Jj UU 4*i)^ 4} Ojbd4^ ^4^ ^lT4il> j4m/ j4) j4j*4i 

^4cyJ 4 Ob43 w^tjuj O^Ojf^y 4ojlj^ 3 43 0£4**Jj5'o£ 

Ofb V jt^yJ ^lo0^4) ^4J ^ ^JJOb L yJ ^4it*yJ wJ^J ^lc*> 

• O^^JjLij jJ ^431^41 
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Find & slecet/4 

-: wjj&j 4<U>4> f > 4) 4jbl3 ^45 



Find & 
Select » 



• $£45* 4oli wJtijlS 1 4) — s Find —A 



hardy 



akam 



ahmad 



shad 



Find and Replace 



kamaran 




.jS y5 Jmmi^ 4* £ Cddjtf4j - : Replace - B 

~v 
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4 (fuction) i* c4ajtf4> -: Formulas -C 

• &\S Old J>li L) 49 

f^4T4cU j4» 5^4 <mk>'£ \£*5*+>S$* 31 -: Comments -D 

• 015 * 0 © ^jbid 3^34**?! j wwjf j 4 m *4 44 J 4 ^I>j 4 A 

^ 4 yi> 4 <£©34^33© 3? cjijIS* 4* -: Counditional formating -E 

.©j4* 4 (Counditional formatting) 

^4yi>34 15034^36 $i oji©j tf4i -: Data validation -F 

• 0j4mj 4 (Data validation) 

.jjtfo* (Data validation) 3 (Comment) ^y fj©f3© 4 



JkA^f ^15 



Page 25 





2010 J j&lo 



Format Cells 



aSj^- f£ JL mSmJ j&lo ^4ol)j4) 4} 43b ^ SZ*£i4i 4*J4J p4J 

• £J4Sd 4jl> ^IT 4JtM4oJ4*jU 4J ld4Mi4i 



— S £ j j S*J jl^L> ^£4$ ( 6 ) ^24*) 4*) 4 } 4m> 43 |®4i 



(jb qIT j^b Ojtoj 4^ ^0^4 i (Ji^S OtS iM4o 04*)U 45* 4il> li)4Mi4i ^4J 
• £4jSb J>b U ^j5 ^»4ft jli (4U$e) ojb jb 

— I 4ifj!_jdw£> |»4l 4 m)4 J f4J 




Ju^f L£ 
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5^0 4& b45 , 4jl> ^3 (i°lc) 4^3 4 m4j -j General -A 

v 

• 4So J^ft© J* 4d lit*© Oj^> 



6 jlojj 4 f 43 ^©344 ^ 43 'od ju 4 c ^ 4 jt> 45 ’ 4 dl> ta 4«44 f 4 J-:Number -B 

ijU ©j4jl9 Id Ojlcj (3) £g*n j4ft ^j4i4) ^>^4M)lj ^44 © j SU j frf© jlo 

.^45^ dbj o^ojdjld ^39 4 (jfe*f) 63 .£<*4©9ta 3 d 



Number Alignment 



Protection 



Category: 

General 



Currency 

Accounting 

Date 

Time 

Percentage 

Fraction 

Scientific 

Text 

Special 

Custom 



Sample 



Ojijb t£j** ^jo jl’ob j jj MJdjlli) 



Decimal places: 2 v 

Use 1000 Separator 0) 
Negative numbers: 



12*9 4J 4f OjJjb 




Number is used for general display of numbers. Currency and Accounting offer specialized 
formatting for monetary value. 
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y5 4&Md45 , (4io£)ojb ^4il*J ^lib 31 cj<* jtf 4$ 4*4* p4* -j Currency -C 

• 4*f«4i** ^jU"4iV_3 ^4Jjjj (4lofi) 



Format Cells 



$ 23 



Number 



Alignment 



Font 



Border 



r^~r 



Protection 



Category: 



General 

Number 



Accounting 

Date 

Time 

Percentage 

Fraction 

Scientific 

Text 

Special 

Custom 



Sample 



t5jbd oji jl3 ^{Sojk* ^jojUj loojlJ 

£J4 5 00 



Decimal places: 
Symbol: 

Negative numbers: 



Wa 



51,234.210 

(51. 234. 210) 

(51.234.210) 









Currency formats are used for general monetary values, Use Accounting formats to align decimal 
points in a column. 



OK 



Cancel 






Page 28 








2010 j&lo 



J>!i IJUl ^ 6^41 ^ 445 * 0£ J 04 o kiJ4*jU 45 * boj^J — • Date — D 

•wJjSj 



Format Cells 



?> 



S3 



Number 
Category: 



Alignment 


Font 


Border 


Fill 


Protection 



General 
Number 
Currency 
Accounting 
liHi 

Time 

Percentage 

Fraction 

Scientific 

Text 

Special 

Custom 



Sample 



lype: 



,&aS oo ijjbd IodjU 



*3/14/2001 



“Wednesday, March 14, 2001 

3/14 

3/14/01 

03/14/01 

14-Mar 

14-Mar -01 



Locale (location): 
English (U.S.) 



a 



A a Sj aSa£}Z ^jmo bojJ 

*> Oi*** ASO)\))A» jJ 



Date formats display date and time serial numbers as date values. Date formats that begin with an 
asterisk (*) respond to changes in regional date and time settings that are specified for the 
operating system. Formats without an asterisk are not affected by operating system settings. 
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<JS ^ f J>b V ji*S od ju4c ^ 4 jt> 45’41> bo jlJ -: Time -E 

• MuMji <jJ4Sj J^b J* 4JOjtc j j4A j4i" 4) 



Format Cells 



9 



22 



Alignment 


Font 


Border 


Fill 


Protection 



Category: 




Time formats display date and time serial numbers as date values. Time formats that begin with an 
asterisk (*) respond to changes in regional date and time settings that are specified for the 
operating system. Formats without an asterisk are not affected by operating system settings. 



OK 



Cancel 






Page 30 








2010 J j£atlo 



y $ (%) ^ 4 * v56jjj ^Ub $> -: Percentage - F 






Format Cells 



V 22 



Number Alignment Font Border Fill Protection 



Category: 

General 

Number 

Currency 

Accounting 

Date 

Time 



Sample 



Decimal places: 4 



Fraction 

Scientific 

Text 

Special 

Custom 



ft 



ejijld iSoji* ^tjUj bejJ 



Percentage formats multiply the cell value by 100 and displays the result with a percent symbol. 



JkA^f L£ 



Page 31 








2010 jj*w J j£atlo 



& 



63 3 3U 4 (Text) 4J 4j4uU 4mi4J (943 






■aurmunir 



Format Cells 



9 22 



Number Alignment Font 



Fill Protection 



Text alignment 
Horizontal: 

General 

Vertical: 

Bottom 

[~1 Justify distributed 

Text control 
] Wrap text 
n Shrink to fit 
Merge cells 

Right-to-left 
Text direction: 



Orientation 



w Indent: 







Page 32 





2010 J j&lo 



ji ^o j^V ^4 j j o^ 4 m 4d |»4d -: Orientation -A 

y_ej* 4)4*1 g$* |M4> 4| £** 3 ) ^©^4itd J.5* jV 3 ) W«J4jtS 4) 3 0_j4iijS0ld 

. ^toj> ^53 jo jU 4) 



Orientation 





Degrees 



ft 

4 ) 4 * j 4 j be^J 
{£ 45 ' 4*1*3) J £**3)0© 
Oj 4 i) 4 fM j* £» 




Ju^f L£ 



Page 33 






2010 J j&lo 



dS***# 4* 4S4*y 4« 4* f4j -:Text Alignment -B 

—2 33^ 0*43^ 4T 

4^3 ^3«^y ^0 3^wil4) yg^3»ii ^4 Jj^ .9$ jlf4l — 2 V GrtiCSl — 1 

» CgJ Id 4} (jb 630^3^ 4 l (jb 636 j 4 m 4} 45*4^3^ 

4H3 ^3***) ^03^4 £**34 ^3* i> -2 Horizontal-2 



• wuJ WMtfljOjb 4} (jb 04> jjb ywi 45* 



Text alignment 




Horizontal: 




Fill 


X Indent: 


Vertical: 


o 

1HI»| 


Bottom 


-i 


! ] justify distributed 



Ju^f L£ 



Page 34 




2010 jMjj jS^lo 



JUO £4* 34 * 3 4) 4J4jU 4*4J j»4J 



.4*4* 034^35 41 jl* 



Format Cells 



SS 







Number 


Alignment 


Font 


Border 


Fill 


Protection 



Font: 



Font style: 



Size: 



Calibri 



Cambria (Headings} 

^ AGA Arabesque 

Tfc AGA Arabesque Desktop 

Ifc Agency FB 

Jj 1 Aharoni 



Regular 



TjTJ 

Italic 

Bold 

Bold Italic 



11 


8 


> 


9 

10 


□ 


11 ! I 


12 




14 





Underline: 



Color: 



None 



[71 Normal font 



Effects 

] Strikethrough 
Superscript 
Subscript 



Preview 



This is a TrueType font. The same font will be used on both your printer and your screen. 






Page 35 






2010 

• wdjd ^ 5 j^> ygiijT 3 ^ *■*■!£ jlT 44 “• Font — A 



Font: 



AGA Arabesque 


^ Wingdings 2 


> 


^ Wingdings 3 




zkurd ali.M 




^ zkurd aras 


| J| 


”5? Zkurd Siamend 




zkurd Wllat 





^djS^jbd^ -: Font style -B 

• 0 i)L — ! Regular /I 

• w-vij^ dtdjo^ jV 45*4 mwm^ — • ltalic/2 

* *■*$ & ®^J®9 £ jljM*) 45* -: Bold/3 

.wijfedjtj jV j jji iSiitM# -:Bold ltalic/4 



Font style: 



old 



Regular 

Italic 

Bold Italic 



JkA^l ^15 



Page 36 








2010 

.4 ^© jl)49 ji Miidjlta -: Font size -C 



Size: 

11 

3 

9 

10 

12 

14 



.b yj4l J*a £ ^jir4» -: Underline -D 
• &s ^Xtoj — • color — E 

.©dltf js+z# y $ wJdjtf*? -: Normal Font-F 




Underline: 




Color: 




None 


▼ 




▼ 




Normal font 



JkA^f L£ . jJ^SaoL^Lj 



Page 37 






2010 JL 



j Jojf^ j4a 3 j^jjs oj3>j4ft bojil : previwe -G 

• obojijliM*} ^ 




jjjojtf v-)4ot ^£^3!* ju 4> taoj*J : Effects -H 

y 

^634*^ 4 d£ 3 (jCwJbta j4*i 4J JCjb) ^63 



Effects 

[ ] Strikethrough 
Superscript 
Subscript 



JkA^f ^15 



Page 38 





2010 



CmijjA jir<ul> jJ l£4*i4J |0<U 

• jIjLb* 4d jjJ4& 



Format Cells 



9 22 







Number 


Alignment 


Font 



Border 



Fill Protection 



Line 

Style: 



Presets 



None 



None Outline Inside 



Border 



Color: 



Automatic 



3 




izi i 



i \ 



The selected border style can be applied by clicking the presets, preview diagram or the buttons 
above. 



OK 



Cancel 






Page 39 







2010 JL 



• ^4)Uod 4^ < O Lj b j4t tdojriJ — • Style — A 

4) jijjj’od ^U4T4Lft ftdo j*$ — • Oolor — B 




•^Uj> jojU 4j ijid&o *d 4T o^*> jl _ • Border — 0 




JkA^l ^15 



Page 40 










2010 jL & 



• ^0 ^X)Oj ^grfJjjd’ j}) £*j£jtjf4J 




JkA^l ^15 



Page 41 




2010 jL & 



o^f f 4* ^l&o ^4) <jjjj jj©jJ4a j bo j*J -: Backcolor -A 



Background Color: 



• £Lil 5 , 4 il> 45034*** 3? 



No Color 









□□□□□□□□ 

■■□□□□□□ 




(More colors) 4 S <£J S 4*j b4&oj 4)403? 3U4I 4 S ybj ^£©3 jj 

^bb ^3^0 *aS 4i4A Jia 4} J^jt3lM ju 4> bojll -: Patten style -B 

j*muJ 4 45" 4*&a 34J ^Oj jJ^oo bojJ -: Patten color -C 




* obta 



JkA^l ^14 



Page 42 







2010 




Ja* 4 S obejuimj jL&oj ^4j^oj bojJ -: Sample -D 



Sample 




JkA^f ^15 



Page 43 











2010 jL&3 



^0£4mm) ^4mm> ^j»$j<f 



j4m4} ^ 4i4J^^ioJ ji4c4i 



.jlT^b* 




JkA^l ^15 



Page 44 






2010 J j&lo 



lnsert: v5 **J 

^ jH 3 4^40^ 44> ^gi L ^ Jb 4jf^ (jC^ Jb 4)f^ 4 *wwJ 

• 4 S 4oli j4S 

— * ^Jk X S^J OjOjI^ ^£4iL*i44 |»4J 4 *wJ f4i 



• 4T4cl)j4| ^jbjj j4m 4^ 4 im& — • Tdbl@ 




ColumnlQ Column2Q Columns Q Column4Q Columns B 




^^■>4$* Otd | Table 1 4) ^S*J& ^l£>0 _$ ^ 3 aSo& ^jbi) Uoj4m* 

1 ^0 jUid 1<d43'4Jjj4j 0^ wwJ Old jjJ ^Io^4J4mn^ 

. jjJ4So J>b 



JkA^l ^15 



Page 45 







2010 



OjOj^ p4l 4w4) ^4i 



n e> 



Picture Clip Shapes SmartArt Screenshot 
Art ▼ 

Illustrations 



4j’4oy J 4 jjUji 4jj jj wJdjtta -s picture-1 



1 




■1 

■ 


Picture 



Home ferkary Insert Page Layout Formulas Data Review View Team Format 



O 



* H * £ 



Compress Pictures 
J^l Change Picture 



Remove Corrections Color Artistic , 

Background *■ * Effects ’• all Reset Picture * 



A 


B 


C 


D 
































































































































































































' ► m sheetl Sheet2 /Sheets tJ 



mm 


i 

ii 


— 


□ □ 


Picture Border " 14 Bring Forward - |§> Align ’ 

» | Lj Picture Effects » 4 Send Backward ■» Group • 

* ^ Picture Layout * ^ Selection Pane Rotate - 




a Q Height: 2.13’ 


: 


** * 


Crop 


Q Width: 4‘ 


; 






Picture Styles 




Arrange 




Size 






k 


L 


M 


N 


O 


P 


Q R 


S T J 


































































































































































































































































































































































































































ZJl< r 








llll 


1 >JLl 




JU^f 



Page 46 








2010 



jf/oduy ^ojfju 4 j kS&toip jj -: Shapes -2 

.4*4*Uj4J ji$ 




ferkary Insert Page Layout Formulas Data Review View Team 
Calibri 



Q <=> @ 



- n * A" a’ 


— = .= »H - jSjj Wrap Text 


General 


B 

i 

m 


c 5^ Q3L, reiTI 

E3 EH 33 




W = l! i? jjH Merge & Center - 


$ - % * 'too 4°§ 


Conditional Format Cell 


Insert Delete Format 








Formatting - as Table - Styles - 




Font Hi 


Alignment Hi 


Number Q 


Styles 


Cells 



2r <h 



Z AutoSum 

3] » ’ 

Sort& Find& 
<2 Clear’ filter- Select- 
Editing 



2 

3 

4 

5 

6 

7 

8 

9 

10 
11 
12 

13 

14 

15 

16 

17 

18 

19 

20 
21 
22 

23 

24 

~25~[ 

M ~ 4 \ 



C D E F G H I J K | L | JVI [ NO P Q R S 





~m] Sheet 1 /Sheet2 /Sheet3 / tJ / 



Hii 



J ►!_ 



I gO El ioo% Q- 



<±)_ 



V V 

j jljT Oidlob 4 $ jji ^o^mi ^J <V cjT J4T 4^ 

. j4w4l 



JkA^l ^15 



Page 47 







2010 



45’4ifj^ ^Wi b 4 ^> 4 ) f4) -: Smart Art -3 




SmartArt 



• {j***9^ ^4^4aUj 4} v5jtl'_9j j4m 




JkA^l ^15 



Page 48 








2010 



£ 4 m \ mj 4 m 403 34 c4^jtf4i4^4i <®4i : Screenshot /4 

. 4 ^ 4 ^ 3U34 45*4*43 ^ 53 > 34 mm(j ^blA 3 



Screenshot 



Page Layout Formulas 



- 11 ’ A* a’ 


= = = of - Wrap Text 


General 


1 91 


m co 'p^4, 

e a hj IJj-ll 


Z AutoSum - fc~w 

d Fill - ™ 

Sort& Find& 


EB - A’ 


W M € f ji fpi ij| Merge & Center - 


C , 0/ • -4-.0 .00 

3 /0 “ .00 ->.0 


Conditional Format Cell 


Insert Delete Format 


nt ft 


Alignment ft 


Number ft 


Formatting - as Table - Styles - 
Styles 


Cells 


<2 Clear- Filter- Select - 

Editing 




A Q CD ^ S3 



Sheetl / Sheet2 . Sheet3 . >3 



M N O P Q 


R 


S 


T 










































































































































































































~~ Fl<i ■ 1 



u r 







JkA^l ^15 iL^Lj 



Page 49 






2010 



• 4*4^ 4) 4)lo4ft ^44l4l4$0 41 j400 f04*/4J p4J 

yjU jtS4 ^ ^>^4ma/Ij ^jdjf^0^45* 4) 4ft ^1 ^ Odloll (Chart) JLJ4a^ I04m)44 p4) 

♦ ^ii i ^4 

• U**WT 



$0< 



|* O 



Column Line Pie Bar Area Scatter Other 

▼ ▼ ▼ ▼ ▼ ▼ Charts " 

Charts n 



44 4ft jljL> (Chart) ^^ 4 a^S' 4 l4> $04*44 ^4l 0 jll 4 I4mi4T 4*4^4} 

— !44l*44 ^44 j4 0^4444 jf fOOjyJ 44^4 • ^1*41^4*4 $j40 0^0 ^^j4) 



• ^j$^yy*j 4 * 4 l 45 * 44L4 (chart) 3 ^ ^^ 4 ft foojyJ s Column /I 




Column 




Ju^f ^15 



Page 50 








2010 jL & 



. 4^ 4iU|chavt) 3^ 33*4^ l^ojdJ — • Line/2 



to 

Line 




(ColOITI )31»$4oyJ ^4J4 *m& ^4 J 4 So^»> JLft 3 4J ijJ4& 45* 4J j ^ jJ4*^ j4S4i 

b <Uy J ^3"4 mm> 4^ 45o$> 6 15 1 4Jojbtd 4} ^i43'4«l»Xi4lj«l j 4J4ft 

.4i4ft(Row)6 



Ju^f L£ 



Page 51 








2010 



• ^o^lyii j4i*/4l ^bojll|Ch8ft) ^ — • Pi©/3 





4 &£■> O^^ilfe ^XlOj (6) ^*i4m) 4l ^jJ4& 45*4^3 ^j44*J j4f44 

0j4Jj^j f£45* 4^41 (^f4T 4mmi) 4XJ0j4J4to(Row) (6) ^S4^ b <U yJ 4mm>4) 

45*4 ami 4&0 j 44 45* f JUo45* 44 4) 4^j> 0 j40j^ 4 5 ^IT^Oj j^o4ft4J ^£45* 

• 0 jib j ji ^4if*OjJj 4l Ojl^5 ^£440 jtoj £44 Ojlj5 ^jb«4 



Ju^f ^15 



Page 52 








2010 jL & 



• ^4l (Chart) 4l4ojT ^4) “ • Bar /4 





JkA^l ^15 



Page 53 








2010 



0£ jO£ faXal j4m*4} 



art) : Area /5 



4*1 





JkA^l ^15 



Page 54 














2010 



QJjAu 

wwjf^ ^ wujf j4J (Chart) ^ly J b jtf4> ^XijF 4[4)l^4 jJj44 

jJj 4} ^ 44ft ^4 4 X) jf 4J 4*)4J ^l4J < 4J <\ X) jX 

^lT4*i^jd4}4 411)4^4) jl> jJj( j l^4ftj 3>y) ^lfojl^4) < wJ^uJbOd jtf*4i 

• ^yyJ 0£ 4fjfj*^ ^4 



£4^ 

^LSL*i4 j4ft I4ly jb jtf4> ^ dj5 ^(mIi 4^ (Chart) 4l4o^X ^jfjJj4) 

^yyb ^4 4cyJ 41 4ft ^jLy J bjtf 4 ^£*m) 4I j4ft 4ilj wJ£jtf4 l ^ XljljJ 4) 

^OjlT ^gdJ 4 j 4 ^ ft jtf4 ^V4J < 4^4 aDj 4) djJ ^loyjLb ft ^gJ4Jj> 

• MMjTod (44^ 6 jlT J 4 X 4 I 4 X ^jbi ^LXj 



JkA^l ^15 



Page 55 




2010 JLS^I 




Text Header WordArt Signature Object 
Box & Footer ^ Line ,r 



Text 



— p4) 4*i4J ^ 



ljUjli4l wJtSjlS’A* 4 m 4J j»4J — lT©Xt bOX /I 



A 

Text 

Box 




JkA^l ^15 . j 



Page 56 








2010 



OjU^td ©3 



31 codjlta -: Header&Footer /2 



Header 
& Footer! 



j OjOj 4 m jU 4 ft 4 } jjUjiy Ojijj) ^j(fOj 4 |Vj^o 4 ft 

. jlwtfc j4iV 



He 

Paste 

| C 


4 cut 
^ Copy - 
,/ Format Painter 
ilipboard n> 


Calibri - 11 ’A* a’ 

B / U • ffi - & - 

Font r» | 


= = = ) $S^- ►IT - [ij5 Wrap Text 
■ = :■ f“ €p H| Merge & Center * 

Alignment Q | 


General 

$ - % » too +.0 

Number Q j 


si m m 

Conditional Format Cell 
Formatting - as Table - Styles - 
Styles 


Q3_ CO rmi 

a Sr B 

Insert Delete Format 
Cells 


Z AutoSum - 

^ Sort & Find & 

<2 Clear- Filter- Select - 

Editing 






X23 


* 












A 





j-£S 












































































































,7—^ wajSeaUU 



•I Sheetl Sheet? Sheets' C J 









































































































































































































































































j— its «iaj£«aWUi 









J— sij aj.tA: 1 ' 


































































| 


d! 


; 












































































































^LS ^ ^a>S<aWUi 





ikin 



Click to add data 



i bBHI 41% ftzrO ! ffll 





jb>^ 4 l 4 j 4 & 3 ^ 4} 4 J 4 ft ^iiib ^ <U ^jT 4*41 jJ j 4 J 

© 3 4 yJ 0 © 0 fjutt*©j 4 i^f 3^0 4 ft 4} w<J)^ 4 jloO*d 4 cyJ ^ 4 mm 5 *J 34J 

fOfOjAul 4 J Q^ 4 iuJj^pSJOd LwuwJ 4 S ^ 4 iutiS f 4 i 03*^ ^*©3 

• Ojf p 4 * 4 i |® 4 J 6jt |© 4 J 634^4^3^ Ojl^3© 4 **S*J 3304ft 



Ju^f ^oL4 ^LoLj 



Page 57 





2010 jjMwJ j&lo 



jo 4 > 44 IjuLI uXj vs j **$4 j03l>j<3> v^tlA $4 Cttajlta -:WordArt /3 



<4 

WordArt 



•0^ 




Object 



^ j5“ JJ5* 44 545’4ol4j44 jb 34 ;4 ^ 4440 ( 4 j44 

(Power point-Access-Excell-Word) ©344/©* 4 * 4 Ws 




Ju^f L£ 



Page 58 










2010 JL J J&lo 



K £2 

Equation Symbol 
▼ 

Symbols 



.CJJSZj f4l 4*41 f4J 

.4jb*$ ^fj^o^uy ^Jluilc ^4^3^ bo -: Equation /I 




4i |jjljiii<4^ 4 i1jlj jtft jb JwJ4d^T bojdJ — :Symbol/2 




K 

Equation 



Symbol 



JkA^f ^14 



Page 59 







2010 J j£ailo 



3^34**^ j 1^4) AS 4ott j 44 3} (Insert) 4} fa£*Mf44j4A ^4«AjSiiij j j45"4J 

(^*4(9404 b 4 iiwl p4l 4S* (Format) vs i**J ^1)4) w»<ajo 4 dbj jji 

^0^MuOjU>(AiJ^) ^U^ImA ^ 54*44944 1> 45* ^jJ45j fd4*j44 34 i 

UJ (jUfc ^OjfjU44 

Format^i^yJ 



gjjAu 

AS 4obj4) (Shapes) ^4Lw4b j4mi4) ^j4j^ ©4 ^j©3 ^AS AA^ybA 4 <yJ 

wm^j© <S*aAS Ojl> 34*43 ^63 j4 ^SLmAJ 44 44 I 3 

J4(Format) ls i*»J 4l wwjed 



JkA^l ^15 



Page 60 





